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PEN 31 —fLCIBRA 
USE OF FORMS FOR PARPICTPATION IN THE WATIQNAL RE CEI ye, 
_ SURPLUS TAX EXEMPEION CHIP IFIGATE POOL] we s, 


<< This description of the usé of forms for participating in the National 
Surplus Tax Exemption Certificate Pool follows a sequence 1S¢09 Which -such.__ 
forms are put rather than a sequence of numerical designation. These ins = 


tions. should be followed closely in sending remittances to the Pool. 


A, Produter's Statement and Trust Agreement. 


Horm B.A. 117 is a statement ‘which must be filled out by the producer, 


verifying the fact that certificates he plans to surrender are surplus certifi-~ 
cates. This statement is kept on file in the County Assistant's office. 


If this statement is acceptable to the County Assistant, the producer is 
2ligible to enter into a Trast Agreement with the Pool Manager. This agreement 
*s set forth on Form B.A. 116, 


In the upper left corner of Form B.A. 116 the blanks should show: (a) 
‘he Trust Agreement Serial number Starting from 1, (2) ‘the application Serial 
cumber of the producer's application for an allotment under the Bankhead Act 
Form No. B.A. 8) and (3) the State and County code number (the rubber stamp 
n the County Agent's office may be used). In describing the surplus certifi- 
ates surrendered to the Pool, care should be taken. to see that "net pounds"! 
“aould equal the’ difference between "pounds from: . "and "pounds to 
"a producer surrenders part ofa certificate consisting of blocks in the 
niddle of gaid ‘certificate, bear in mind that the lowest block is good for 
voundage up to the preceding 5 pound block. For example, in‘the illustration 
& producer submitted 


/15/20/25/30/ 35/40/45 
3750__/55/60/65/70/'75/80/85/90/95 
$800 _/ 5/10/15/20/25/30/35/40/45 


3850 __/55/60/65/70/75/ 


‘locks which apparently will be listed as from 3715 to 3875, making a total of- 


50: pounds surrendered, It can be seen, however, by counting the blocks and | 
“ultiplying by 5 that really 165 pounds were surrendered,. Hence, it-was an 
“eror to use the figure 8715; since block 15, the lowest block, is good for 
-cundage up to the preceding block, the figure 3710 although not shown, should 
ss used. In this manner, describe each certificate so surrendered, entering - 
‘ais total in the space provided in the lower right corner of page 1, and in 
ae blank space after the nane and address of the producer. 


This Trust Agreement should be prepared in triplicate, the original and 


"he producer's copy with the certificates stapled thereto being forwarded to 
Yeshington and the third copy remaining in the County Assistant's files, 


B. Report of Certificates Surrendered 


Form B.A. 112, the Report of Certificates Surrendered and B.A. 113 the 


“Urhinuation Sheet, should be prepared in triplicate, The blanks in the upper 


*-ght corner should show first the State and county, name and SOS 9 AD wtee 
the report number, starting from 1. In the upper left corner, provision is made 


ry 
~~ om 
al 


for stating the number of sheets ‘used. in a single report. For instance, 


Sheet No. 1 of _3 sheets." Tho material for the body of Form B.A. 112 is 
taken from the information given on the Trust Agreements. Provision is made 
at the bottom of the page to show first, the total pounds surrendered in one 
report and second the accumilated total of pounds surrendered on all reports 
to. date... + : . 


Spaces. for Sheets No. 2 and No. 3 have reference to Continuation Sheet, 
Form B.A. 113 which should be filled out as above directed for Form No. B.A. 
112. Iwo copies of this report: should accompany the Trust Agreements listed 
thereon and sent by registered mail to Washington, serving as an invoice for 
said Agreements. No Agreements can be accépted without this invoice. ‘The 
third copy is retained in the County Assistant's’ files. The frequency with _ 
which this report is submitted depends upon the judgment of the County Assis- 
vant. It is necessary, however, that a report should be sent at least weekly. 


C. Report of Certificates Sold, 


Form B.A. 114, the Report of Certificates Sold, provides an invoice of 
the pounds detached, pounds sold, the monies received, and a description oz 
payment (only vost office money orders, certified checks, or bank drafts, 


payable to "Certificate Pool Manager"). This report must accompany all 


remittances and detached parts of certificates. 


Before forwarding to Washington, the County Assistant's office should 
qneck the entries of each transaction to sce (1) that "lbs. detached" plus 
"lbs. sold" equal 5,000 and (2) that "lbs. sola! multiplied by the selling 
orice equals the "amount received." ‘The person checking should enter his _ 
~nitials in the colum provided for that purpose. Enter the totals of "lbs. 
cetached" and "lbs. sold" in the spaces of line 5 in the lower part of the 
vage. Also enter the total of "lbs. sold" and "amount received" in the space 
-ndicated at the foot of the respective columne. 


The space at the bottom of the page should be filled out on each report 
30 that the Pool Manager may be informed as to the relationship between certi- 
‘icates on hand in the County Assistant's office and certificates he has , 
suthorized for sale. On line 4 bring forward the figures from line 6 of the 
erevious report. Line 7 is a total-of sales and detachments shown in line 6. 
sil of these entries are made om the basis of certificate poundage and not on 
aciual number of certificates, Nk 


vorm B.A, 115 is a continuation sheet for the Report of Sale. The fre- 
mséncy of submitting this report depends upon the volume of sales. The County 
Lssistant should exercise his ow judgment in this matter. 
Zo facilitate tracing. of loss, send by registered mail. 
 D. Miscellancous. 
Since no provision has been made in the regular budget for the expense 


of registering mail, it will be necessary to advance this cost out of personal 
funds to be reimbursed by the Pool upon receipt of the voucher. ../) - 


